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2. Om duty at the present time are the Chief Reports Officer,
six reports officers and ome typist. Of the reports offlcers, one
yperscn iz in the process of tressferring to another position and so
showld not be counted; and another, carried sgainst the field T/0, is
swalting Tield sesignment &nd does operations work as well.

3, There are ip process three reporis afficers or assistants
and two clerk-typists and in addition the services of the officer who
1s swaiting field assignment will ‘probably be available until September.
I¢ and vhen these persons 20D, the Reports Section will be at desired
strength dut umtil that time thers will be a shortags of personnel,
particularly of typistis.

4. At the time the SR reports psrsomnel were interviewed,
there Was & backlog of spproximately 270 unprocessed reports, plus
80 reyorts which had been processed but wereswaiting typing. These
80 reports totaled about 350 pages. Initial screening of the Z10
1ad been done in order to eliminate HD's but it vas estimated
that up to one-third might still be discarded as not vorth dissemipeting.
In most sudjects, unprocessed reports did not go further back than
Jaauary 1952, The dacklog of regular reports incressed somewhat in
25X1A2 regent sonths due to devoting & great percentage of time to process-~
g ing & large accumulation of HEMEEN reports befare the changeover to
25X1A2g sltilith, This ves done because the IEEN reports wers already on
ditto masters and their dissemination by means of ditto was therefore
easier and less time-consuming than retyping them on multilith mets.

1., 'The majority of SR incoming reports come through other
divisions, vhich sometimes iz a cause of delay in receipt. Dispatches
or cables are logged when received in the Division, and the logging
clerk routes them to Operstions or Reports in accordance with their
centent; they are scustines misrouted, but this is easily ad Justed.
The Opersticansl Intelligeace Section of the Feports and Support Branch
is slso imtevestsd, of covvse, in incoming documents, and it is the

responsidbility of the operations and reports people to see thet
0f and suy other interested sections see such material.

2. Since a large nusber of miscellanecus intormation documents
are routed to SR, material is first sorted (by s Reports Officer), end
only those documents on which S8R Reports will take actlon or which are
in their sphere of respon#ibility, are logged. logging is dome by
typing 3x5 slipe indicating document number, sourcs, gubject and in-
dste; these are filed numrically, by station (reports received from
5% stations). A similar #lip, with additional information added by
the regorts officer concetned as to SO number, ares/category, evalus~-
ticn, snd the reports officer’s commenta, will be attached to the
maltilith mat vhen prepared and carding will be done fTrom this.
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3. The agpropriste reports officer receives the incoming re-
port; Setermines vhether it should be disseminated, consulting with
the Chie? of Reports sund/or sppropriate operationsl persomnel as
reguired; does necessary checking of nemes, places and references,
and sttempts to ascortein whether the information has been previcusly
&isseminated or pudlished. ”

b, If dissemimwtion will be made, the reports officer calls
for an 30 or SODB pumber, prepares a Araft or smends the text of
the inceming r 23 & dyaft, sttaches a 4ittced form run off from
sz 014 80 ditto master, indicating healing, source and dfgtridution
information; performs necedssry coordination with ares branches of
SR or with other divisions; sad gives to a typlst for typing of the
multilith mat. Oftem the reports officer does the actual typing of
the mat,

5. After proofing, the multilith mat, with basic diapatch
sttached, comes to the Chief of Reports, who reviews for form and
content, desirsbility of Alssemimating and correctness of indicated

25X1C8¢c distribution, liaison cards are sttached where required.
The Chief of Reports reads every outgoing dissemination, as well
es all rejected dispatches which reports officers have decided should
not be digssenminated., Multilith mats are ordinarily teken to RC twice
s éay, Origins) reports are logged out in the process.

6. PD's are only rarely semt out by SEH.

1. The Chief of Feports is preparing a manual for guidance of
reports people, as well as operational people, in the field., This
would complement rather than duplicete the field manual
veing prepared by RC, vhich, it is understood, will be comcerned more
vithl:gmt and procsture. A draft copy of the S8R manusl is not yet
.ﬂi 1

2. Raperts officers commented very favorably on the assistance
rendered by Industrial Feglster of OCD. The IR catalogs or registers,
copies of which are om file in SR Reports, have been most helpful.

The reports officers have been authorized to call or consult
Mr. Scheufele of IR directly, &ad vould like a similer arrangement
to be imstituted with Alogrephic Register if pessible,

3, The long distance between offices in L, X, J, and I buildings
vas commented on, this baing of considerable concern to SR, not only
becavee of trips to RI and RC, dut also because the fact that their
reports come from €0 many stations makes 1t necessary % do a con-
siderabie amount of coordinating. A pusumatic tube system similar to
ihose ip department stores or in the Pentagon was proposed - & sugges-
ticn which has been made by other persons also, and vhich it seems
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should be seriously considered if the Agency should scquire pew
qukrters.

b, The requirement that coordination must be shown by initials
of the coordinating officials on the multilith nats means & double
ceordineiion on every disgenination requiring coordination, since it
is also necessary tc coordinate the draft before the mat is typed.

5« %here seems to Le some difficulty in getting all reports on
the Soviet Union chanpeled through SR and dissewinated by 8. They
must comtinually call attention to this, since the cause seems to be
principelly sev persosnel in the varioug divisions.

6. e terminology "editor”, generally used in this division,
8nd in others, should be sbandoned in favor of “reports officer”.

T+ It was indicated by one reports officer that there ez been
& reluctance on the part of the Captured Documeats Sectiom, Army
Archives, to furnish requested documents from their records.

8., The addition of professionally trained specisliste on technical
subjects to the Technical Guidance Branch of the Lequirements Staff
would enable TC to be of greater assistance to reports personnel vhen
Teports include technical satters.

§. The memos on techaical subjects, which are digseminsted by
G, are not essigned 50 or SODB numbers. Consequently, reference
cainot be amde to such a mamo, even though lster information received ’
vhich is in the ares division's sphere of respousibility, seems to
relate t0 the earlier inforsation contained in the T0 memo.

25X1A2¢g 10. The Agency is apparently commitied to make hesdquerters
distridbution to certaln agepcies of all B repcrts, even though
many comtain vorthiess or reviously disseminated informstion. It
vould seen that reports officers should be alloved to exercise judg-
ment in regard to disseminating these reports, Just as they do in
the case of other dispatches from the Tield.

1. Some aifficulty seems to have been encountered in preparing
specialised SODE's to transsit intelligence information over the ADSO's
sigmature, with the necessity of retyping such memos because they do
not conform to the established format. If thare have been conflicting
directions in this regard, doubtless the revised Reports regulation
being prepared by 5C will clarify the matter.

25X9A2 i2. For the most t 52 has been well pleased with the quality
of work tsce > [N
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Their greatest use of [lllfecilities bes been for N
FOIAb3b1 It bas been their understanding that[lllshould be utilized only
for more &4ifficult lapgusges, and that reporis officers should be
sxpected to de, and ghould be, familiar enough with the common
lsagimges vith which they desl to do their own translation, un-
less the document should be of great length or predominantly

g g

FOIAb3b1

teshnical in character.
»e ] 25X1X2
FOIAb3b1 last year, 2000 pages of I vere trenslated by

R Reportz. Apperently there is only ome such translator

He knows well but is pot 100 good at express-

s ing himself in English; moreover nc typing assistance seens to 2EX1X2
. be awvailable to him, and his thanslations are received in a
not-too~-legidle longhand. A reports officer will then have to
make further longhend changee in the draft if the Eaglish does
sot rend vell in places. Consequently it sometimes becomes
quite difficult for the typist to tranzcribe the material when
typing the dissemination.

It seems too that under pressure of a guantity of work,
sometimes an abstract may be returned insteed of a full translie-
tien, or one paragrapb vwill be translated and a comment added
that the document contains so many parsgraphs of a sizilar
pature. This 18 not satisfactory to SR if instructlons were
that the materisl was to be translsted im full, and 1f BR
Opereticns pecple have already screemed the material to be
sure 1t is vorthwhile,
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